
 

 

 



City Clerk’s Office 

Division Description 
The City Clerk’s Office serves as custodian of all records of an official character pertaining to the 
affairs of the city including documentation filed for compliance with state and county ethics laws 
and ensures public accessibility; supports the City Commission in administrative matters; 
supervises municipal elections; and directs the City’s records management program. Additionally, 
the City Clerk’s Office assists departments and appointed boards with respect to the proper 
conduct of public meetings. 

Core Services 
• Manages the compilation and distribution of the City Commission’s agendas.

• Assists departments and appointed boards with proper conduct of public meetings.

• Administers records management program.

• Publishes and posts public notices.

• Facilitates City Commission’s appointments to boards and committees.

• Oversees registration of lobbyist and public accessibility to required filing of ethics
documentation.

• Supports the City Commission in conducting public hearings.

• Oversees municipal elections.

• Maintains official records.
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City Clerk's Office
FY 2017 Adopted Budget Organizational Chart

ADMINISTRATION 

TOTAL FTEs - 7.4* 





FY 2016 

Actual

FY 2017 

Amended

FY 2017

Year‐to‐Date 

as of 

03/31/2017

FY 2017

Estimate

FY 2018 

Department

Request

FY 2018 

Budget

Recommended

FY 2017

Amended

vs. FY 2018

Percent

Difference

General Fund ‐ 001 887,227$           945,992               440,966           949,791               1,376,057          1,820,150          874,158               92.4%

Total Funding 887,227              945,992              440,966           949,791              1,376,057          1,820,150          874,158              92.4%

FY 2016 

Actual

FY 2017 

Amended

FY 2017

Year‐to‐Date 

as of 

03/31/2017

FY 2017

Estimate

FY 2018 
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FY 2018 

Budget

Recommended

FY 2017

Amended

vs. FY 2018

Percent

Difference

City Clerk 887,227               945,992               440,966           949,791               1,376,057          1,820,150          874,158               92.4%

Total Expenditures 887,227              945,992              440,966           949,791              1,376,057          1,820,150          874,158              92.4%

FY 2016 

Actual

FY 2017 

Amended

FY 2017

Year‐to‐Date 

as of 
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FY 2017

Amended

vs. FY 2018

Percent

Difference

Personal Services 712,425               727,736               353,903           732,285               734,841               761,941               34,205                 4.7%

Operating Expenses 174,802               218,256               87,063              217,506               641,216               1,058,209          839,953               384.8%

Total Expenditures 887,227$           945,992              440,966           949,791              1,376,057          1,820,150          874,158              92.4%

Full Time Equivalents (FTEs) 7.4                      7.4                      7.4                    7.4                      7.4                      7.4                      ‐                      0.0%

FY 2018 Major Variances 

Operating Expenses

Increase to fund two elections (February/March) 800,000$          

Increase for videography services at the City Commission meetings 10,000                

Increase to provide email address accounts for advisory board members 30,000                
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FY 2016 

Actual

FY 2017

Amended 

FY 2017

Year‐to‐Date 

as of 

03/31/2017

FY 2017

Estimate

FY 2018

Department

Requested

FY 2018 

Budget

Recommended

FY 2017 

Amended

vs. FY 2018 

Recommended

FY 2017 Amended 

vs. FY 2018 

Recommended 

(% Different)

Department Basis of Projected Expense

1101 Permanent Salaries 347,884       407,471       202,598          413,574          411,619           411,619                    4,148                   1%

1107 Part Time Salaries 121,573       147,965       61,843            147,965          146,309           153,884                    5,919                   4%

1113 Vac Mgmt Conv 4,323           9,000           8,278               8,278              ‐                     9,000                        ‐                       0%

1119 Payroll Accrual 5,599           ‐               (9,849)             (9,849)             ‐                     ‐                            ‐                       0%

1201 Longevity Pay 846               2,221           3,306               3,306              3,293                3,293                        1,072                   48%

1304 Assignment Pay 6,000           0 0 0 ‐                     ‐                            ‐                       0%

1401 Car Allowances 6,630           9,360           4,680               9,360              9,360                9,360                        ‐                       0%

1407 Expense Allowances 1,320           1,440           720                   1,440              1,440                1,440                        ‐                       0%

1413 Cellphone Allowance 180               1,320           180                   450                   600                    600                            (720)                     (55%)

1501 Overtime 1.5X Pay 996               1,000           2,177               2,177              3,000                3,000                        2,000                   200%
Overtime for Better Meeting Academy and Commission 

Meeting Setup/Sign‐in.

1707 Sick Termination Pay 162               0 0 0 ‐                     ‐                            ‐                       0%

1710 Vacation Term Pay 1,687           0 0 0 ‐                     ‐                            ‐                       0%

1801 Core Adjustments 0 0 0                       3,830              0 7,366                        7,366                   0%

2119 Wellness Incentives 500               500              ‐                    500                   500                    500                            ‐                       0%

2204 Pension ‐ General Emp 47,827         0 0 0 ‐                     ‐                            ‐                       0%

2299 Pension ‐ Def Cont 58,664         58,002         34,929            69,236            68,409             68,409                      10,407                18%

2301 Soc Sec/Medicare 36,583         42,670         19,934            33,559            32,411             32,411                      (10,259)               (24%)

2304 Supplemental Fica ‐               0 0 0 11,193             11,852                      11,852                0%

2307 Year End Fica Accr 209               ‐               (770)                (770)                ‐                     ‐                            ‐                       0%

2401 Disability Insurance 2,500           ‐               2,500               2,500              ‐                     2,500                        2,500                   0%

2404 Health Insurance 40,637         45,540         22,754            45,483            45,460             45,460                      (80)                       (0%)

2410 Workers' Comp 1,369           1,247           624                   1,246              1,247                1,247                        ‐                       0%

9237 Transfer To Special Obliga 26,936         0 0 0 ‐                     ‐                            ‐                       0%

Personal Services 712,425       727,736       353,903          732,285          734,841           761,941                    34,205                5%

3199 Other Prof Serv 58,918         40,000         18,864            40,000            463,007           850,000                    810,000              2025%

$800,000 ‐ Projected for two (2) FY 2018 elections

$20,000 ‐ Closed Captions for Commission Meetings

$20,000 ‐ Audio Visual Support for Commission and 

Advisory Board Meetings

$10,000 ‐ Videography for Commission Meetings

3201 Ad/Marketing 8,310           21,796         2,785               21,796            20,810             20,810                      (986)                     (5%)

Advertising for Public Notice Items on Agenda such as 

Surplus Property, Public Hearings, Ordinances and 

Resolutions

3216 Costs/Fees/Permits 1,166           1,000           295                   1,000              1,000                1,000                        ‐                       0%
Recording Fees for Broward County Recording of 

Legislation

3299 Other Services 54,471         94,962         41,127            94,962            94,962             94,962                      ‐                       0% Records Storage, Retrieval and Destruction

3304 Office Equip Rent 4,436           4,000           1,334               2,000              2,000                2,000                        (2,000)                  (50%) Reduction due to lower cost lease of b/w machine.

3401 Computer Maint 9,000           9,000           4,500               9,000              9,000                39,000                      30,000                333%

Granicus ‐ Agenda Software ‐ annual software fee FY 17 

decreased over previous year due to IT paying Agenda 

software fee beginning in FY 17 ‐ $9,000

Advisory Board email address accounts ‐ $30,000

3404 Components/Parts ‐               260              ‐                    260                   260                    260                            ‐                       0%

Various necessary upgrades throughout the year to 

Audio/Visual Equipment in the Chambers, 8th and 7th 

Floor

3407 Equip Rep & Maint ‐               1,016           404                   1,016              1,016                1,016                        ‐                       0%
Various necessary upgrades to Audio/Visual Equipment 

in the Chambers, 8th and 7th Floor.

3628 Telephone/Cable Tv 635               450              744                   1,000              2,689                2,689                        2,239                   498% Office cable charge and iPad data service.

3904 Books & Manuals 14,748         18,500         7,995               18,500            18,500             18,500                      ‐                       0% Code Book Updates by Municode

3907 Data Proc Supplies 385               600              1,240               1,300              1,300                1,300                        700                      117%

3925 Office Equip < $5000 1,114           600              340                   600                   600                    600                            ‐                       0%

3928 Office Supplies 8,962           7,000           3,309               7,000              7,000                7,000                        ‐                       0%

3999 Other Supplies 102               1,000           51                     1,000              1,000                1,000                        ‐                       0%  

4104 Conferences 300               3,885           150                   3,885              3,885                3,885                        ‐                       0%

Two staff to Attend State Municipal Clerk's Conference; 

Four staff to attend Records Retention TrainingGroup 

(other departments) Records Retention Training; Five 

staff to attend Office Suite and/or Adobe Acrobat 

Training

4113 Memberships/Dues 365               590              50                     590                   590                    590                            ‐                       0%

Membership for the Florida Association of City Clerks, 

International Institute of Municipal Clerks (IIMC) and 

Broward Clerk's Association; Notary Licenses

4116 Schools 304               0 0 0 ‐                     ‐                            ‐                       0%

4355 Servchg‐Print Shop 7,197           7,000           576                   7,000              7,000                7,000                        ‐                       0%
Cost for Agenda copies and Better Meetings Academy 

Handbooks.

4404 Fidelity Bonds 1                    0 0 0 ‐                     ‐                            ‐                       0%

4407 Emp Proceedings 888               2,782           1,391               2,782              2,782                2,782                        ‐                       0%

4410 General Liability 2,664           3,079           1,539               3,079              3,079                3,079                        ‐                       0%

4431 Pub Officials Liab 838               736              368                   736                   736                    736                            ‐                       0%

Operating Expenses 174,802       218,256       87,063            217,506          641,216           1,058,209                839,953              385%

Division Total 887,227       945,992       440,966          949,791          1,376,057        1,820,150                874,158              92%

City Clerk - Expenditures
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